a 


f 


Veke 
Approved For Release 2002/05/07 : CIA-RDP83-01004R000200050010-7 


ADMINISTRATIVE — INTERNAL USE ONLY 


17 MAY 107, 
MEMORANDUM FOR: Deputy Director for Suppert 
SUBIECT t Non-Standard Workweek--Censtral 
Reference Service 
REFERENCES t a. Meme for ExDir-Compt fr D/Pers dtd 
21 Dec 71, Subject: Nou-Standard Werk 


Schedules 


b Memo for DD/S fr D/ Pers dtd 8 Feb °2, 
same subject 


¢. Memo for DD/S fr D/CRS dtd 24 Apr 72, 
same subject 


Ll. A recommendation for your approval is contained is 
paragraph 6. 


2. The Director of the Central Reference Service haz requertei 
approval of a change in the irregular work echedule for CRS Computer 
Operators which was approved by the Acting Deputy Director for Jupaort 
on 7 March 1972 (reference b}. 


3. As indicated in reference c, certain deficiencies were fovad 
in the previous irregular work echedule, e.g., unchanging workdays 
end a short break of cight hours between evening shift and day shift. 
Therefore, CRS has designed a new schedule which gives each man a 
minimum of 12 hours reat and provides for four-man teams eves 21 
weekends. 


4, The previous irregular work schedule provided one workwee : 
of three 12-hour days aad another workweek of three 12-hour day: and 
ene 8-hour Sunday within each 30-hour pay period. This new schedule 


provider a similar schedule of 12-hour workdays, tut the 38-hour day 2; 


be any day ia either week. Sunday would normally be a 12-hour day. 
Thus thie new schedule would require the payment of Sunday premiun: 
pay for 12 hours rather than @ houra as under the preceding schedule. 
Such payment is consistent with refereace a. 
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SUBJECT: Non-Standard Workweek--Central Reference Service 
or 
5. I believe that the new schedule is an improvement over 
the original proposal since it gives each man 4 minimam of 12 heures 
reat and provides for four-man teams. The Director of CRS has 
requested retroactive approval of thix echedule. I coucur in this 
requect since the work has been performed in accordance with the 
requirements of refereace a. 
& Itie recommended that you approve this sew schedule tc 
be effective 2 April 1972 as requested. 
| Marry B. Fisher 
Director of Personnel 
CONCUR: 
SIGHED 17 MAY 1972 
ao stteateciatninatnenidiendinlinemninabimente emma nna et sae ena 
_ H. C, Elsenbaies Date 
Director, Central Reference Service 
SIGNER 18 MAY 1972 
Thormae B. Yale Date 
Director of Finance 
The recommendaticn contained in paragraph 6 is approved: 
STATINTL 2 0 MAY 1972 
. Date 
Geputy Director for Support 
Distribution: 
Orig - Return to D/Pers 
2+ DB/S 
1- DD 
i- DYCRS 
2-D Finaace 
A ~- D: Fers 
L«- C/PMCD 
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SUBJECT: Non~Standard Work Schedules 
CONCUR : 
25X1A 
ecOEn 7] 
Lawrence R. Houston Date _ 
General Counsel =" , 
25X1A 
. 24 Oce Pf. 
onn W. Corey Date 
Deputy Director » Pisa 
for Support 
= The recommendation contained in paragraph 11 is approved: * 
25X1A 
(om 7 an 
~ Date 
. Executive Dirscter-Comperoliee 
Distribution: | sedes ae 
Orig - Return to D/Pers _ * For the indefinite future the 
1 - ER ° _ Deputy Director for Support will 
2- DD/s '.  * obtain the concurrence of the 
1 - DD/Pers/PEAc Executive Director-Comptroller 
72 - 0G¢ ra prior to the approval of any such 
1 - D/Finance. ; 
1 - D/MS proposal, Until we have had sor 
‘L - Subject file _ time to experiment with such 
1+ JIO Chrono schedules, the Executive Direct 
1 - D/Pers Chrono Comptroller will expect quarter. 
oo. reports from each component or 
activity for which an irregular v 
schedule has boon zpproved, 
ee 
a Goin 
LKW 
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MEMORANDUM FOR: Deputy Director for Support ? ced 
SUBJECT : Non-Standard Workweek--Central Reference Service 
REFERENCE >: Memo for Executive Director-Comptroller fr D/Pers, 


subject: Non-Standard Work Schedules dtd 21 Dee 71 


1. A recommendation for your approval is contained in paragraph 
De 


2. The Director, Central Reference Service has requested 
approval of the attached irregular work schedule for CRS Computer 
Operators. This proposal provides for four teams each composed. of 
four employees, currently in grades GS-O7 through GS-11. Each team 
would work one workweek of three 12-hour days and another workweek 
of three 12-hour days and one 8-hour Sunday within each 80-hour pay 
period. Thus, in every case a total of 80 work hours are scheduled 
in each two-week pay period, 


eight-hour shifts. This results in 42 shift changes in a two-week 
period, The requested work schedule would reduce the number of these 
shift changes to 30. The resulting reduction in confusion and wasted 
effort would be of considerable benefit. ‘The proposed. work schedule 
will eliminate scheduled computer center overtime which averaged 
$1,350 per pay period during the last quarter of 1971. 


4, In accordance with pertinent provisions of paragraphs ten 
and eleven of the referent, the following guidelines would govern 
leave and pay accounting under the proposed schedule: 


A. Employees grade GS-11 and below would be paid overtime 
for work in excess of 80 hours in a two-week, 80-hour pay period. 


B. Employees in grades GS-12 through GS-14 would receive 
either overtime payment or compensatory time for directed over- 
time worked in excess of 96 hours in a two-week, 80-hour pay 
period, 
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SUBJECT: Non-Standard Workweek--Central Reference Service 


C. Employees who perform scheduled or directed work on a 
holiday would receive holiday pay for hours worked not in excess 
of le within a scheduled workday. When a holiday falls on a 
non-workday, the preceding workday will be considered the holi- 
day. 


D, Annual and sick leave would be charged according to 
leave taken during the employee's scheduled work hours. 


E, Otherwise the provisions of[___Jineluding those STATINTL 
governing work on Sunday and on night differential would apply 
without change to employees under this schedule. 


Dd. We do not have enough experience with the system to deter- 
mine if it is operationally advantageous to the Agency. It may be 
that the reduced number of shift changes and the shorter workweek 
with elimination of overtime will increase efficiency. However, it 
may be that employees cannot work efficiently for 12 hours at a time. 
Therefore, I recommend that you approve the attached work schedule 
for the CRS Computer Section for a trial period of six months. The 
Director, Central Reference Service will evaluate the implementation 
of this schedule and submit quarterly reports on its effectiveness 9 /ATINTL 


Harry 'B. Fisher 
Director of Personnel 


Attachments 
CONCUR: 
Director, Central Reference Service Date 
=) / 
SF la a 
Date 


in paragraph 5 is approved: 


7 MAR) 2 


: ie Deputy Director for Support Date 
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22 December 1971 


MEMORANDUM FOR: Deputy Director for Support 
THROUGH : 


SUBJECT: Approval for 12-Hour Day 


-1. This memorandum requests your approval for 
a 12-hour day, 80-hour biweekly work schedule for 
the CRS computer operators. They would work three 


. 12-hour days one week (36), with an additional eight 


hours' Sunday work every other week (44). 


2. This procedure would be of operational 
advantage to the Agency. The computer now operates 
24 hours, seven days per week on eight~ ~hour shifts. 
This results in 42 shift changes in a two-week 
period. The requested work schedule would reduce 
the number of shift changes in a two-week period 
to 30. Because each shift change can result in 
confusion or wasted effort, the reduction in the 
number of changeovers is beneficial. 


.3. The requested work schedule should also 
result in a saving. It will eliminate scheduled 
computer center overtime which is running at a rate 


of about 92350 per pay period in the last quarter 
of 1971. 


4, The computer operators are generally in 
favor of the change. While they will suffer some 


loss in income, they will gain either a three or 
four-day weckend. 
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SUBJECT: Approval for 12-Hour Day 


5. The present system will soon-result in the 
Operators becoming so used to overtime that they will 
be unable to get along without it. I prefer to ee 
prevent such a condition in these days of uncertain 


budgets and economic pressures, 
Sse STATINTL 


e = INBELTSS 
Director, Central Reference Service 


a] 


APPROVED: 


22 Don ve ie 


Date 


Pe | ILLEGIB 
eputy Director for Support Date 


moe 


‘ws 


Oalsbeisassiddc ta bes dice 
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24 April 1972 
MEMORANDUM POR: Deputy Director for Support 
SUBIECT : Hon-Standard Work Week 
REFERENCE : Memorandum for DDS from B/OP dated 


8 February 1972, Sama Subject 


1. Paragraph 5 has a recommendation for your approval. 


2. Reference proposed a son-standard work achedule which include! 
one 8-hour Sunday every other week. Included in the approval cuidelinss 
{paragraph 42, Ref.) was the stipulation that existing regulatory -ro- 
visions governing Sunday work and Night Differential would apply to this 
schedule. 


3. We found that there were some deficiencies in this propose 
schedule, e.g., unchanging work days, and a short (8 hours) break satwien 
evening shift and day shift which affected one man of that teau every avo 
weeks. We arrived et a schedule, attached, which ie an improvement oa the 
original proposal in that it gives every wan a sinimm of 12 hours rags an 
it gives ue 4 man teams even on the weekends. The new schedule gives 1 
variety of work days. It ia still an 80 hour bi-weekly schedule but ere 
shifts ere 7 to 7, one day in the period is an 8 hour day, and Sunday (in 
or may be) a 12 hour day. CRS implemented this schedule on 2 April 1972. 


4. It has been our thinking that the 12 hour day calle for blanket 
substitution of 12 hours for 8 hours in all matters of pay and leave 
administration. We lock at the 8 hour limitation ou Sunday Pramiw: Pay, 
and on Leave in cennection with Night Differential as « contiauing appii-- 
eation of the exteting standard work day (CBS's ia different) and sot as 4 
percentage of the bi-weekly pariod (CRS's is the same). 
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SUBJECT: Won~-Standard Work Week 


5. We therefore requast that approval be granted to exempt 
CRS Computer Operations from the & hour limitation on Leave/Night STATINTL 
Differential and Sunday Premium Pay as stated in[ | sub~ STATINTL 
atituting instead 12 hours. Further request thet effective date of 
this approval be 2 April 1972. 


H.C. EISENBEISS 
Director, Central Reference Service 


Attachment: A/S 


Concur: 


enna bnuataiinettan da tedsaaadl 


Director of Personnel 


Caereenrenery 


Director of Finance 


The recousendation in paragraph 5 ia approved. 


Deputy Director for Support 
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NEMORAEDUM FOR: Deputy Director for &upport. 
SUBJECT  Hon-Stenderd Workweek~~central Reference ferrice 


REFERRICR $ Hemo for Executive Director-comptroller fr D/Pers, 
subject: Hon-Stendard Work Schedules dtd 22 Dec 71 


1. fA recamentation for your epprovel is conteined in persgreph 
56 


.@. The Director, Central Reference Service hes requested 
epprovel of the ettieched irregulsr work schedule for CRS Computer. 
Operators. ‘thie pronesst provides Lor four teams each conposed of 
four exployces, currontly in redes GS-07 through GS-1L. Esch te«n 
would work one workieek of three li-hour deya end nother worleveek -_ 
of threa 12-hour deys ind one Sehou Sundey within esch So-hour pay 
period. ‘hus, in every czse e total of go work hours ere scheduled 
in each two-week pey peried, 


ty 3. ‘the Director, Central Reference fervice hes stated that 

— adoption of this nvocedure would be of operationel erdventace in the 
ecnpubler center which now operstes 24 hovrs, seven days per week, on 
eignt-sour shifts. This resulta in Sm shirt chenges in 2 two-week 
period. ‘ihe requested vork achedule would reduce the number of those 
sBnift chences to 26. ‘the resuitine reduction in confusion end weated 
effort would be of considersble beaerit. The proposed work schedule 
Will eliminate scheduled Ceeruter conter overtine which everrcced 
$1,350 per ney period during the Inst querter of 1371. 


hk, om escordence with pertinent yrovisiona of peraerephs ten 
end eleven of the referent, the follaring culdelines would eovern 
"~ Leave and pey eecounting under the proposed schedule: 


4. Employees crade GS-11 end below weld be peid overtine 
for work in excess of CO hours in a two-week, CO-hour poy period. 


B. Employees in srades Gt-12 throuth C9-14 would receive _ 
eliher overtime neyrent or compensotory tine for directed over~ 
tine worked in excess of 96 hours in & twoeweek, SO-hour poy 
period. ox 


fhm eye 
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SUBJECT: Non-Standard Workweek--Central References Service 


C. Employees who perform scheduled or directed work on s 
holiday wouid receive holiday pay for hours worked not in excess 
of 12 within a scheduled workday. When a holiday falls on a 
non-workday, the preceding workday will be considered the holie 


e 


D. Ammal end sick leave would be charged according to 
leave taken during the employee'a scheduled work hours. uh 
u 
E. Otherwise the provisions of a ineluding thos@TATINPL 
governing work on Sunday and on night differential would epply as 
without chanze to employees under this schedule, 


5. We do not have enough experience with the system to deter- 
mine if it is operationally advantaceoua to the Agency. It nay bo 
that the recuced number ot shiit chanres and the shorter workweek 
with elimination of overtime will inereese effictency. However, it 
may boa that employees cannot work efficiently for 12 hours at a time. 
theretore, I recomacnd that you approve the attached work schedule 
Yor the CRS Computer “ection for a trial period of six months. “he 
Direocor, Central Reference service will evaluate the implementation 
of this schedule and subwit querterly reports on its effectivensss. 


ee’ /s/Harry B. Fisher 
Horry 3B. Fisher 
Director o¢ Fersonnel 
Attechmenta 
CONCUR: 
STATINTL 
3 9 FEB 1972 
Director, Censral Pacervence cervice Date 
STATINTL. +]. . 
29 FEB 1972 
< Fiterice Date 
The recomsendation contained in paragraph 5. ig spproved: 
Is7 Robert S. Wattles 9 MAR 1972 
YY Deputy Director for Support ; Dete 
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BUBJECT s | Mon-Stendard Workweek--Central Reference Service 


Distribution: a 
Original - Return to D/Fersonnel w/att 
2 = DDS w/att . 
2 + D/Finence w/att 
X =~ D/CRS v/att 
1 = D/Pers/Chrono w/att 
1 + C/™CD w/att 
1 - C/Review str w/att 


| 6/Review a (i (27 January 1972) . 
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VONFIDENTIAL 


(3) Night differential is payable when an employee who 1s otherwise entitled 

to night differential does not work because of a holiday, and for periods 

: of leave with pay of less than eight hours during any. biweckly ay period. 

It is not payable for any period of leave if the ageregate ¢ oO pald leave 

during the same biweekly pay period is eight hours or more, nor is it pay- 
able for any period covered by a lump-sum leave payment, 


: (4) Prevailing rate (ungraded) employees will be paid for night differential 


in accordance with the appropriate wage schedule. 


SUNDAY WORK AND COMPENSATION, All hours not in excess of eight, not 
overtime, and worked during a regularly scheduled tour of duty within a basic 
workweek will be considered Sunday work if any part of the work is performed 
on Sunday (midnight Saturday to midnight Sunday). Premium pay for Sunday 


| 


work is computed at a rate equal to 25 percent of an employee's basic rate * 


of compensation. Premium pay for Sunday work is in addition to premium pay 
for holiday work, overtime compensation, or night differential, but is not to 
be included as part of basic compensation when computing such other premlum 
pay. Sunday premium pay is paid only for whole hours actually worked and is 


_ not paid for any periods of leave. 


Examples: If an employee’s normal tour begins at 4:00 p.m. Saturday and ends 


_ at 12:30 a.m. Sunday, his Sunday premium pay entitlements are as © 


follows: 
age (1) If he works all eight hours, he earns eight hours of Sunday 
one premium pay. 
(2) If he is absent for the last half hour (even if this is part of a 
period of paid leave), he earns no Sunday premium pay because 
Hey no work is performed on Sunday, 


(3) If he is absent for part of the tour of duty, but works one or | 


ae more hours Including the half hour on Sunday, he earns Sunday 


a? it tp premium pay for all hours of the scheduled tour that he ac- 


re. 
on 
Neue 

Lu d 

h, 


~Revised: 10 May 1971 (614) 


tually works. 

(4) If he works during two different regularly scheduled tours, both 
of which overlap the same Sunday (such as Saturday into Sun- 
day and Sunday into Monday), he may earn Sunday premium 
pay for hours he works in both tours_not,to exceed eight he hours 

er tour, subject to a determination based upon the "examples 
above if any absences occur. 


LIMITATION OF COMPENSATION FOR OVERTIME, HOLIDAY, NIGHT, AND 
SUNDAY WORK 


(i) No overtime, holiday pay, night differential, or Sunday premium pay will 
be paid or compensatory time be granted, for any biweekly pay period, 
to an employee whose rate of basic salary for that pay period equals or 
exceeds the maximum scheduled rate for GS-15. 


(2) In the case of an employee whose rate of basic salary is less than the maxi- " 


mum scheduled rate of GS-15, overtime, holiday pay, night differ- 
ential, or Sunday premium pay may be paid, or compensatory time 
granted in lieu of payment for overtime, only to the extent that such pay- 
ment and the value of overtime hours credited to compensatory time 
computed at overtime rates would not cause his aggregate compensation 
to exceed the maximum scheduled rate for GS-15 with respect to any 
biweekly pay period. 


‘GioUF 
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